

















































































































































































































































































































LES business records marked with * * are records
that may be disposed of after the required
retention period, provided the audit has been
completed with the audit report released and all
related audit comments resolved.

Lincoln Electric System

Records Retention Schedule

ELECTRONIC RECORDS -
retention follows the same
retention as retention of
paper records.

[7 Legend ACT = active / ACT + = active + # of years / IND = Permanent ! SUP = superseded !/ MAX = maximum # of years

Code

Subijects / Description

Official Retention

Legal

User

Total

Unofficial
Retention
{Copv)

TAX-60-10

TAX-60-20

TAX-80

TAX-80-10

TAX-80-20

Tax
Property
Personal

Personal property tax returns and workpapers.
Tax

Property

Real **

Real property tax returns and workpapers.

Tax
Sales / Use **

Sales and use tax returns and workpapers.

Tax

Sales / Use

Sales Tax Exemption Certificate **

Certificate indicating exemption from sales and use lax.
Tax

Sales f Use

Sales Tax License

License to collect sales tax.

ACT+2

ACT+2

ACT+2

CY+5

CY+5

ACT+4

ACT+4

ACT+4

ACT+5

ACT+5

ACT+4

ACT+4

ACT+4

ACT+5

ACT+5

MAX3

MAX3

MAX3

MAXACT

MAXACT
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LES business records marked with * * are records
that may be disposed of after the required
retention period, provided the audit has been
completed with the audit report released and all
related audit comments resolved.

Lincoln Electric System

Records Retention Schedule

ELECTRONIC RECORDS -
retention follows the same
retention as retention of
paper records.

l Legend ACT = active / ACT + = active + # of years / IND = Permanent/ SUP = superseded / MAX = maximum # of years —I

Code

Subiects / Description

Official Retention

Legal

User

Total

Unofficial
Retention
{Copy)

TAX-90

TAX-30-10

TAX-90-20

TAX-90-3¢

TRE-10-02

Tax
General **

Tax records not covered elsewhere.
Tax

General

Research Files

Research files for tax purposes.
Tax

General
Abandoned and Unclaimed Property

Abandoned and unclaimed property reports, returns and

related workpapers.

Tax
General
Acquisition / Divestiture / Reorganization

Records of acquisitions, divestiture and reorganizations

including workpapers and due diligence.

Treasury
Stock Ownership
Shareholder Records

Records documenting shareholder activities including

proxies, lists, reports, and general information.

ACT+2

ACT+2

ACT+6

ACT+3

ACT

ACT+3

10

ACT

ACT+3

ACT

ACT+3

10

ACT+6

MAX1

MAXACT

MAX1

MAX3

MAXACT
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LES business recerds marked with * * are records
that may be disposed of after the required
retention period, provided the audit has been
completed with the audit report released and all
related audit comments resolved.

Lincoln Electric System

Records Retention Schedule

ELECTRONIC RECORDS -
retention follows the same
retention as retention of
paper records.

Legend ACT = active / ACT + = active + # of years / IND = Permanent/ SUP = superseded / MAX = maximum # of years I

Code

Subijects / Description

Official Retention

Legal

User

Total

Unofficial
Retention
{Cony)

TRE-10-04

TRE-10-06

TRE-10-08

TRE-10-10

TRE-10-12

Treasury
Stock Ownership
Stock Certificates

Records documenting the ownership of stock in the
corporation.

Treasury
Stock Ownership
Stock Ledgers

Summary records indicating stock ownership.

Treasury
Stock Ownership
Stock Records

General records detailing ownership of company stock.
Treasury

Stock Ownership

Stock Sales

Records documenting the sale of company stock.
Treasury

Stock Ownership

Stock Transfers

Records documenting purchase and sale of company
stock.

ACT+6

ACT+6

ACT+6

ACT+6

ACT+6

ACT

ACT

ACT

ACT

ACT

ACT+6

ACT+E

ACT+6

ACT+6

ACT+6

MAXACT

MAXACT

MAXACT

MAXACT

MAXACT
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LES business records marked with * * are records
that may be disposed of after the required
retention pericd, provided the audit has been
completed with the audit report released and all
related audit comments resclved.

Lincoln Electric System

Records Retention Schedule

ELECTRONIC RECORDS -
retention follows the same
retention as retention of
paper records.

I Legend ACT = active / ACT + = active + # of years / IND = Permanent / SUP = superseded / MAX = maximum # of years I

Code

Subijects / Description

Official Retention

Legal

User

Total

Unofficial
Retention
(Copy)

TRE-10-14

TRE-2¢

TRE-20-02

TRE-20-04

TRE-20-06

Treasury
Stock Ownership
Stockholder Listing

Listing of current stockholders.

Treasury
Insurance **

Records related to insurance coverage affecting the
company.

Treasury
Insurance
Centificates of Insurance

Legal proof of insurance coverage.

Treasury
Insurance
Fidelity Bonds

Insurance policies indemnifying the company against
loss arising from the acts of employees holding positi
of trust.

Treasury
Insurance
Insurance Claims

Detailed information regarding the filing of insurance
claims.

ons

ACT+6

ACT+5

ACT+6

Sup

IND

IND

IND

ACTH1

sSupP

IND

IND

IND

ACT+3

SuUP

MAXACT

MAXACT

MAXACT

MAXACT
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LES business records marked with * * are records . . ELECTRONIC RECORDS -
that may be disposed of after the required Lincoln Electric System retention follows the same
retention period, provided the audit has been retention as retention of
completed with the audit report released and all

related audit comments resalved. Records Retention SChed u‘e paper records.
r Legend ACT = active / ACT + = active + # of years / IND = Permanent/ SUP = superseded / MAX = maximum # of years l
Code Subjects ! Description Official Retention Unoffic_:ial
Legal User Total Retention
{Copy)
TRE-20-08 Treasury 0 ACT ACT MAXACT
Insurance

Insurance Companies - Information

General records describing sources from which to obtain
insurance.

TRE-20-10-02 Treasury ACT+6 IND IND MAXACT
Insurance
Insurance Policies
Active

Records related to agreements providing coverage
against loss.

TRE-20-10-04 Treasury ACT+6 IND IND MAXACT
Insurance
Insurance Policies
Expired / Canceled

Records documenting the expiration or cancellation of
insurance coverage.

TRE-20-14 Treasury 0 ACT+3 ACT+3 MAXACT

Insurance
Insurance Policy Correspondence

General correspondence related to insurance coverage.
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LES business records marked with * * are records
that may be disposed of after the required
retention period, provided the audit has been
completed with the audit report released and all
related audit comments resoived.

Lincoln Electric System

Records Retention Schedule

ELECTRONIC RECORDS -
retention follows the same
retenticn as retention of
paper records.

l Legend ACT = aclive / ACT + = active + # of years / IND = Permanent/ SUP = superseded / MAX = maximum # of years —l
Code Subjects / Description Official Retention Unofficial
Legal Retention
User Total {Copyl
TRE-20-16 Treasury 0 IND IND MAXACT
Insurance
Liability Insurance
Records related to insurance coverage for product
liability, hazardous exposure, or other problems
manifesting themselves long after the policy terminates.
TRE-20-18 Treasury ACT+6 IND IND MAXACT
Insurance

Surety Bonds

Bonds posted to indemnify against the failure to perform
specified terms and conditions.
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